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State of Oklahoma CORE Project

What This Manual Contains

On a daily basis authorized state employees can make authorized purchases using state approved credit cards. The
credit cards are issued by Bank One and the transaction detail resulting from charges made by employees are sent to
Bank One from the participating merchants. Bank One furnishes a web site that is accessible by authorized employees
and that can be used to review and edit the transactions made by each employee. After transaction have been reviewed
and edited, they are downloaded on a designated date to the State's mainframe computer and then loaded into the CORE
system Voucher Build staging tables. Each agency is responsible for creating vouchers for it's agency from the data in the
staging tables using the PCard Voucher Build Process. This guide contains instructions for creating the vouchers using
the Voucher Build process after they have been loaded into the staging tables. This guide does not contain instructions
for reviewing and editing transactions through the Bank One website; nor does it include instructions for loading the
transactions into the Voucher Build staging tables.
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State of Oklahoma CORE Project

1. Navigate to Accounts Payable>Batch Processes>Vouchers>Batch Voucher Request and create a new Run
Control ID. You can use any name that has meaning to you. Once the new Run Control ID is created, you may
re-use it\rom month to month.

3 Batch Youcher Request - Microsoft Internet Explorer
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be processed.

‘J Batch Voucher Request - Microsoft Internet Explorer
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page do not need to be changed.

Click OK.

a Batch Youcher Request - Microsoft Internet Explorer
Fil=  Edit Wig
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‘J Batch Voucher Request - Microsoft Internet Explorer
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6. After clicking Process Monitor you should see the following page:

Click the Refresh button every 10 seconds or so until

the Run $tatus changes to Success and the Distribution
ges to Posted.

After the Run Status changes to Success,
click on the Go Back to Voucher Batch Request hyperlink.

/3 Batch Youcher Request - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools
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Page 8



State of Oklahoma CORE Project

7. After clicking the Go Back to Voucher Batch Request hyperlink, it will access the page you started from when you
initially ran the Voucher Build process (also known as the Voucher Batch Process). The-Process Messages tab

‘J Batch Voucher Request - Microsoft Internet Explorer
| File Edk  Mew Favorkes  Took  Help
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After clicking on the Pre-Edit Errors tab, the following page will display. It is used to view whether or not there
are pre-edit errors that prohibited the voucher(s) from being created. The fields to the right of the Examine
Error Messages and Go to Review Pre-Edit Errors hyperlinks will be populated when there are pre-edit errors.
There can be pre-edit errors for the agency’s PCard, the statewide contract PCard, or both. A line will display for
each PCard with pre-edit errors. In our example, there is one voucher that did not build because of pre-edit
errors. If there are no pre-edit errors, nothing will display below the Request Status box.

An example of a pre-edit error is a transaction with an invalid Vendg

ID. Voucher defaulting cannot be processed
correctly because Vendor ID is part of the Payables Control and D

éfaulting Hierarchy. To examine the Pre-Edit
and correct the Pre-Edit errors, click on the Go

/3 Batch Youcher Request - Microsoft Internet Explores

File Edit Wiew Favorites Toaols Help

= Back - = - @ ot | @Search’ @Favo%es @Media 8 | %v = = ;1/
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4« | 2l
|§:| Process Instance: 13704 I_I_ ’_ |° Internet
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9. Clicking the Examine Error Messages link accesses the following page. There are five tabs available. Clicking on
each tab will display the Pre-Edit errors for that tab and will offer a Correct Errors hyperlink to give you an
opportunity to correct the errors. In this example, the errors are an invalid Vendor ID and Vendor Location on the
Header Errors tab.

Click on the Cofrect Errors hyperlink.

/3 Batch Youcher Request - Microsoft Internet Explorer _[&] x|

File Edit Wiew Favorites Toaols Help / |
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10. Clicking the Correct Errors hyperlink accesses the following page. The error messages indicated that the Vendor
ID and Vendor Location were invalid; however, an invalid Vendor ID will automatically generate an invalid Vendor
Location error also. Correcting the Vendor ID will probably correct the Vendor Location. For purposes of this
example, change the Vendor ID to 0000001101 and click Save.

In this example the Build Status is To Build.

The next time you run the voucher build process
with the ‘All’ option irYthe Voucher Edit Source,
this voucher shouldg’be successfully created.

You can opt to delete the voucher from the
staging tables’by clicking on the Update Bld Stat
hyperlink andl selecting the Delete option.

anually. Consider carefully before
g the Delete option.

/3 Batch Youcher Request - Microsoft internet Explorer

File Edit ‘Wiew Favorites Tools
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11. After correcting the pre-edit errors and saving your changes, you will need to return to the Voucher Build page.
(There currently is no link back to that page from your current location (see tip below). To return to the Voucher
Build page, go to the menu and navigate back to the Voucher Batch page (i.e. Accounts Payable>Batch
Processes>Vouchers>Voucher Batch Request. You may wish to add this to My Favorites.) After navigating back
to the Voucher Build page you should see the following page. Click on the Recycled Vouchers tab.

/3 Batch Youcher Request - Microsoft Internet Explorer

File Edit Wiew Favorites Toaols Help |
= Back - = - @ ot | @Search [ Favorites @Media 8 | %v = = a

Address Iﬂj http: | fwebdev, oklansf . state.ok,us: 7021 /psp/fsdew/EMPLOYEE JERP c/ENTER _MCUICHER,

PeopleSoft.

=

PFORMATION, WCHR_BATCH_REQUEST. GBL

Home

Mew Window | Help =]

/ Voucher Batch Req ' Process Messages | Recycled Youchers | Pre-Edit Errors

Run Control ID: 001 Report Manager  Process Monitor I
*Request ID: [EHS_001 [P card
“foucher Process Option: I Process Business Unit ﬂ Optional Parameters

“Woucher Edit Source: All i

Select Values

1 of 1

DUSESS  vougherID  Control Group ID Contract ID Vendor ID
1|u1nuu Q) A

Youcher Batch Interfaces

1 |F'rocurement Card = [+ [=]

4 | _’ILI
&

[ [ |4 meernet

TIP: Before clicking the Examine Error Messages and Go to Review Pre-Edit Errors links noted page 10, open a new

window. Then the voucher screen can be closed after the corrections are made. You may need to click the refresh button
to retrieve the revised data.
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12. Upon clicking on the Recycled Vouchers tab, the following page displays. It is used to view whether or not a
built voucher has recycle voucher exceptions. If the fields to the right of the Examine Error Messages and
Correct Errors hyperlinks are populated, then a voucher has been created with errors that need correcting.
Recycle voucher exceptions can occur for the agency’s PCard, the statewide contract PCard, or both. In our
example, voucher #00000048 has recycle voucher exceptions. If there are no recycle voucher exceptions,
nothing will display below the Request Status box.

An example of a recycle error is a transaction with an invalid chartfield. An invalid chartfield does not preclude the
voucher from being built, but is must be corrected before the voucher can have a postable status. To examine the
recycle error messages, click on the Examine Error Messages. To review and correct the recycle errors, click on
the Correct Errors hyperlink. For our example, click on the Examine Error Messages hyperlink.

/3 Batch Youcher Request - Microsofl: Internet Explorer

File Edit Wiew Favorites Toaols |Help

= Back - = - @ ot | @Search [ Favorites @Media 8 | %v =h E/@ a

Address I@ http: |/ fwebdev, oklansf . state ok, us: 7021 /psp/Fsdew/EMPLOYEE JERP c/ENTER _MOUZHER _INFORMATION, WCHR_BATCH_REQUEST . GEL

PeopleSoft.

=

Home

Mew Window | Help

| Woucher Batch Req j Process hiegsages | Recycled Vgdchers Y Pre-Edit Errors |

User ID: ESTEWART Run Control ID: ao1
RequestiD:  EHS_001 refeahiCey
Process Instance: 13704

Examine Error Messages Correct Errors — Unit Voucher Origin  Group Vendor Buy Agree ID Invoice Invoice Date  Gross An
1 Examine Error Messages  Correct Errors 01000 00000046 FCD oooooo1101 010_20030630_001 0O6/30/2003
& save Q) Return to Search) +E Hexctin List) = EMatify ) 2% Rafrash :l

“oucher Bateh Reg | Process Messages | Recycled Vouchers | Pre-Edit Errars

4« | |
&) [ [ |4 meernet

TIP: If the voucher built and is not in recycle status, use the navigation Accounts Payable>Vouchers>Entry>Regular

Entry. Find the existing value by searching for the vendor ID #0000001101 or #0000001105 to review the voucher and
enter the PC pay group.
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13. Clicking on the Examine Error Messages hyperlink accesses the following page. There are five tabs available to
you. As with the Pre-Edit errors, clicking on the different tabs will reveal the recycle exceptions for that tab and
provide a Correct Errors hyperlink to allow you to review and correct the errors. Once all of the recycle exceptions

the voucher will no longer appear on the Recycled Vouchers tab of the Voucher Build

are corrected and saved

/3 Batch Youcher Request - Microsoft Interaet Explorer

File Edit ‘Wiew Favorites Tools  Hel

(aBack « = - @ ot | @Sea h G Favorites @Media\@ | %' =h = a

ok, us: 7021 fpsp/fsdey/EMPLOYEE [ERPY/ENTER _WOUCHER _INFORMATION, YCHR_BATCH_REQUEST. GBLYFolder=MYFAVORITES

Address I@ http: f fwebdew, oklaosf . stat

PeopleSoft.

Sign out

Home

=
Mew Window | Help

rrors Y Distribution Line Errors ' Scheduled Payment DRfail 4 Misc Charge Errors |

Line

/ Header Errors
Unit: 01000 Youcher: nooooo4g
Invoice Date: 06f30/2003 Invoice: 010_30030630_001

Vendor: ooaooo1101 AUTHORITY ORDER-PCARD

ind | Wiew All First

"Youcher Errors

Edit Type: Application Edit

Field Hame Message

YOUCHER_ID Distribution Line edit errors exist.

YOUCHER_ID Woucher Line edit errors exist.

ﬁ Sawe QReturn to Search) ElNotify )

Header Errars | Ling Errars | Distribution Ling Ervars | Scheduled Payment Detail | Misc Charge Errors

[ [ |4 meernet

|@ Done
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14. After clicking on the Line Errors tab, the following page displays. It reveals that there are distribution line errors
(as we learned from the Header Errors tab). Click on the Distribution Line Errors tab.

‘J Batch Voucher Request - Microsoft Internet Explorer R o & =1&] x|
Fie Edk  Mew Favorkes  Took  Help i
wta - o - Q[ A Do Giroromes Greds F G- I = iy |

Ackdress [ hip: ek, oblacst state. ok 7021 pspiTsdev]EMPLOYEE [ERF)CENTER,_WOUCHES

PeopleSoft.

TFORMATION, WIHR,_BATCH_REQUEST GELFFokdar=MYFAYORITES

Wiprkdet | | MuBChanngl Consola

=3

/ HeaderEmars | Line Errors | Distribution Line Emars | Scheduled Payment Dedail ) Wit Charge Emars |

Unit: 01000 Vimscher:  0ooo0d4a
Invoice Date:  OES0E003 Mrenice: 01 0_20030630_001
Vendor: 00001101 ALTHORITY ORDER-PCARD
Voucher Line Ennors Find | View 1

Liinee: 1 Edit Type: Application Edit Errar Count: 1 Cormct Ermors

Fird | Wi i
Fiald Hame Massage
VOUCHER_ID Distribulion Ling edil grrors st ﬂ
=l
[Eipae _ ; _ _ : _ : ! i [T e e
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3 Batch Youcher Request - Microsoft Internet Explorer

File Edit Wiew Favorites Toaols Help |

(aBack « = - @ ot | @Search (G| Favorites @Media 8 | %' =h = a /

fddress I@ http:/ fwebdew, oklaosf state, ok, us: 7021 /psp Fsdey/EMPLOYEE (ERP/C/EMTER _WOUCHER _INFORMATION, WCHR _BATCH_REQUEST, GBL?Folders#YFAVORITES

PeopleSoft.

Home

=

Mew Window | Help

| Header Errors | Line Errors Y Distribution Line Errors % Scheduled Payment Detail |} Misc Charoe Errors

Unit: 01000 Voucher: oooooo4s
Invoice Date: 06f30/2003 Invoice: 010_20030630_001
Vendor: oooooo1101 AUTHORITY ORDER-PCARD

"Youcher Line Errors

1af 1 Last

Distribution Line Errors

Find | View All 1of2 A Las
Line: 1 Edit Type: Prarnpt Thi Error Count; 2 Correct Errars
Field Name Message
ST ITSE Frampt table edit; value not found in prompttahle. il
CLASS_FLD ITSE Frampt table edit; value not found in prompttahle. il

ﬁ Sawe QReturn to Search) ElNotify’ )

Header Errorg | Ling Errars | Distribution Line Errors | Scheduled Payment Detail | Misc Charge Errars

@ Done

[ [ |4 meernet
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16. Clicking on the View All hyperlink allows the user to view the voucher line distribution line errors. There are invalid
values in the Account and Class_FId fields for both distribution lines of this voucher. Click on the Correct Errors

hyperlink.
3 Batch Youcher Request - Microsoft Internet Explorer ;[ilil
File Edit Wiew Favorites Toaols Help / |
= Back ~ = - @ ot | @Search (Gl Favarites @Media 8 | %v =h = ;1 /
Address I@ http:f fwebdew, oklaosf state.ok,us: 7021 /psp fFsdey/EMPLOYEE JERPYC/EMTER _WOUCHER _INFORMATION, WCHR_BATCH_REQUEST, GEL?Folder=MYFAVORITES j ﬁGO Links
Pe ()p]'eS()f:t:'g Home AddtoFa 2z | _Sign out
3
Mew Window | Help =]
| Header Errors | Line Errors Y Distribution Line Errors % Scheduled Payment Detail |} Misc Charoe Errors
Unit: 01000 Voucher:  0000004&
Invoice Date: 06f30/2003 Invoice: 010_20030630_001
Yendor: oooooatq01 AUTHORITY ORDER-PZARD
"Youcher Line Errors First 1af 1 Last
Line: 1 Amount: 18.00
Distribution Line Errors Find | Wiew 1 First Last
Line: 1 Edit Type: Prompt Thi Error Count: 2 CorrectErrors
Field Name Message
ACCOUNT ITSE Prompt table edit; value not found in prompt table. il
CLASS_FLD ITSE Prompt table edit; value not found in prompt table. il
Line: 2 Edit Type: Prompt Thi Error Count: 2 Correct Errors
ind | Ve A First
Field Hame Message
ACCOUNT ITSE Prormpt table edit; value not found in prompt table. il
CLASS_FLD ITSE Frompt tahle edit; value not found in prompt table. il
[ = = T o W - YO N= S | ey, [P | LI
@ javascript:submitaction_wind{document. wind, '$ICField 1 0fhviewall$0'; ’_ I_ ’_ |° Inkernet
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17. Clicking on the Correct Errors hyperlink accesses the voucher screen. Note that the voucher is in Recycle status.
Built vouchers in recycle status have an In Error checkbox next to each voucher line and voucher distribution line
and are checked for voucher lines and distfiution lines that have exceptions. In our example below, both

distribution lines associated with voucher 1 have exceptions. The necessary corrections are as follows:
1. Add an Account to both distribution li

2. Change the chartfield on both distribution lines

/3 Batch Youcher Request - Microsoft Internet Explorer

File Edit View Faworites  Tools

S Back + = - @ i | @Séqrch (5] Favorites @(ﬂedia ®| %' é\g & \

Address I@ http: fiwebdey . oklaosf state, ok\us: 7021 /psp/fsdew JEMPLOYEESERP c/ENTER _WOLIN

PeopleSoft.

HER_IMFORMATION. WCHR_BATCH_REQUEST GEL?Falder=MYFAYORITES

Haine

E»

Mew Windo

[ Invoice Information Y FPayments { Wouchkr Aiributes )" Accounting Information
\/

=l g
Unit: 01000 Vioucher ID: Q0000048 roup: I ﬂ Budget Status: Not Chk'd Post Status] Unposted

‘ PO Un'rt:ID1DDD PurchaseOr?ér: 2234222322 Copy PO | WDrksheet\ipyOptinn: |Nc|ne \ =]

Style: Regular Entry Status: Recycle Comrments

Advanced Yendor Segrch nice No: |D1D 20030630_001

Vendor: IM e Date: IM (1]
Name: ] m B
Location: W =Y l— B
*Address: |_1 =Y B
AUTHORITY ORDER-PCARD
AGEMCY PREFEREMCE

okra0/2003 B

ORLAHOMA CITY, Ok 98

A999

19.00 *Curr:IUSD QJ Balance:

Imvoice Lines

First 1of 1

1 *Dist by: | Ayt

tem

SpeedChart |_| Wiew PO/Receiver
Description Quantity UOM Unit Rrice Extended Amt

al| | I =] 19.00 % | In Error

Y Stefistics Y Assets

Amount Quantity ‘GL Unit  BudgetDate ~ \Account poc-  FundType S0 Dept Bud Ref  CFDAX
1 | 8.00 | joto00 @ [oeranvzo03 B | Q| Ql| Qlj1aam Q| Qljos Q|
: 7 | 10.00 | jo1o00 G [oersoizoos | B | Q| Q| Qlj1aam Q| Qo Q|

After making the changes, click Save. (Once the voucher is saved, the In Error boxes are no longer checked even
if all the necessary changes are not made). Enter the pay group PC on the payments tab of the voucher.
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18. In our example, there was a voucher that did not build because of pre-edit errors and a voucher that built with
recycled vouchers exceptions. The pre-edit errors were corrected on page 10 and the voucher was corrected on

page 19.

After correcting the recycled voucher, we returned to the Voucher Build page. (There currently is no link back to
that page from your current location (see tip on page 13). To return to the Voucher Build page go to your menu
and navigate back to the Voucher Batch page (i.e. Accounts Payable>Batch Processes>Vouchers>Voucher
Batch Request. You may wish to add this to My Favorites.) Navigating back to the Voucher Build page displays
the following page. Click on the Recycled Vouchers tab.

/3 Batch Youcher Request - Microsoft Internet Explorer : 18] x|

File Edit Wiew Favorites Toaols Help i
= Back - = - @ ot | @Search [ Favorites @Media 8 | %v = = a

fddress IQ:I http:f fwebdew, oklaosf state, ok, us: 7021 /psp Fsdey/ENPLOYEE (ERP/C/EMTER _WOUCHER _INFORMATION, WCHR_BATCH_REQUEST, GBL?Folder=MyYFAVORITES

PeopleSoft.

Home

=
Mew Window | Help =]

| Voucher Batch Req ' Process Messages | Recycled Youchers | Pre-Edit Errors

Run Control ID: 001 Report Manager  Process Monitor I
*Request ID: [EHS_001 [P card
“foucher Process Option: I Process Business Unit ﬂ Optional Parameters
“Woucher Edit Source: All i

Select Values ( mize | Find First 1of 1

DUSESS  vougherID  Control Group ID Contract ID Vendor ID
1|u1nuu Q) A

Youcher Batch Interfaces

1 |F'rocurement Card = [+ [=]
1

=
4« | »

&l [ [ meermet
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19. Clicking on the Recycled Vouchers tab accesses the following page. There are no longer any Recycled Vouchers
exceptions because the errors were corrected.

20. We must now rerun the Voucher Build to build the Pre-Edit Error voucher. Click on the Voucher Batch Req tab
and begin with Step 4 on page 6.

/3 Babch Youcher Request - Microsoft Internet Bxplorer b e =l&] x|
| |
| File  Edt  Wew Favorkes Took  Help -

wback « = - D[] N DSewch [EFovorkes Pheds F N D Sl
_Tﬁs]ﬂhup:,ﬂrwebjav.ahauf.sbate ok 702 fpspT sdew/EMPLCYEE JER P CENTERAT
PeopleSoft.

1= »

{ oucher Batch Req | Process Messages | Recycled Viouchers | Fre-EditEmars |

User D ESTEWART Run Contral I oo
Requestl:  EHS_001 Descriplion: £ Card

Process Instance: 137 k6

e Savel ClRetunto Search | |43 MestinList ] [ Eflmmity |4 Redresh |

Voucher Balch Req | Process Messages | Recyclad Vauchars | Pre-Edit Errors

| | i |
[E]one [ e wrwemes
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